Performance Event Safety
PREFACE
These documents provide guidelines for due diligence in the risk management process for performance events.  The intent is to help organizers host events that are in keeping with MIT traditions of excellence and ambition while simultaneously ensuring a safe environment for both participants and patrons.
While the guidelines are written with performance events in mind, many will be farther reaching in their potential applications.  A performance event will typically involve performers on a stage area and patrons who are watching the performance.  Such events will also typically include technical elements including but not limited to special lighting, audio support, and constructed scenic elements.

The guidelines set forth here in no way imply consent for any production element or actions taken in the realization of such elements.  All productions and actions are subject to the approval of the Campus Activities Complex and/or the Environment, Health, and Safety Office.
This document assembled via the efforts of: 
Campus Activities Complex

Environment, Health, and Safety Office

MIT Music and Theatre Arts
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Emergency Contact Numbers

 MIT Police…………………………………………………………………………...……..100 (on campus)
        …………………………………………………………….……………………….617-253-1212

Campus Activities Complex………………………………………….…….617-253-3913 (business hours)

………………………………………..….617-253-1500 (evenings/weekends)

Environment, Health, and Safety Office………………………..…………………………….617-452-3477
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Section 1: 
Cardinal Rules

· RESPECT those who you are working with

· Do NOT work ALONE

· KNOW what you are working with

· ASK for help if you don’t know

· INSPECT equipment before use and DO NOT use if broken 

· WEAR proper personal protective equipment (PPE) and DO NOT disengage protective features
· CLEANUP in order to prevent damage and injury
Section 2:
Personal Protective Equipment

The following types of personal protective equipment (PPE) may be advisable depending on the nature of the tasks you are working on.  Consult equipment and product labels for recommended PPE.

· Gloves (Nitrile or heavy duty work)

· Nitrile: preferred over latex and rubber as those may result in allergic reactions

· Foot protection (closed toe shoes, maybe steel toes)

· Eye protection (safety glasses)
· Clothing (avoid baggy clothing and clothing with pull strings)
· Hair: be sure to tie back long hair as well
· Hearing protection (ear plugs)
· Head protection (hard hats)
· Fall protection (additional training on appropriate methods is required)
· Respirators/dust masks (you must contact EHS for fit testing before completing work that requires using a respirator)
Section 3: 
Ergonomics and Industrial Hygiene
Start good habits NOW!

Always remember to ask for help…
“it’s not a matter of whether you can lift something, it’s whether you should.”

To lift an object:
· Position yourself as close to the object as possible, with your knees bent

· Find a good grip 
· Lift using your LEGS, not your back
Push vs Pull

· If possible, push an object rather than pull.  
If you are at all concerned with any conditions in your work environment stop what you are doing and contact a CAC manager or EHS immediately.
Section 4:
Materials

When moving chemicals into smaller containers ensure that they are always labeled with the following information:

· Chemical name

· Manufacturing company

· Potential hazards

· How to protect yourself or treat exposure

Do NOT use chemicals from an unlabeled bottle.

Ensure flammable chemicals are stored in an approved cabinet.
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Section 1:
Fall Safety

When working at ANY height: 
· Absolute attention is critical  

· Empty your pockets 

· Tether necessary equipment 

· Do NOT work when people are below

· Never overreach, find another way
Two locations in Main Kresge require specific fall safety equipment in the form of harness and lanyard.  Use of this equipment requires additional training.
1. Catwalks located above the house and stage ONLY if you are leaving the designated catwalk area.  

2. Vertical ladders to lighting locations on the sides of the auditorium.
Harness and lanyard reminders for trained individuals:
· Inspect equipment (including anchor points) before use, do NOT use if damaged or defective
· Ensure proper fit of harness

· NEVER complete work requiring a harness and lanyard alone, someone must always be available to call for help in case of an emergency.

Section 2:
Ladders
· Use Type I or II ladders only.  Type III are meant for light-weight home use only.

· Inspect ladder before use, do not use if damaged or defective.
· Follow all directives provided by manufacturer in manual and as written on ladder.

· Do NOT “walk” the ladder or overreach.  Climb down, move the ladder, and climb back up.
· Ensure secure footing.  
· Be extremely cautious of ladder use/placement near electrical wiring and equipment.
· Empty pockets of unnecessary items and tether tools needed for the job.
· Do not overload the ladder.  No more than one person at a time. 
· Exception: Little Giant ladders are designed and rated to have one person on each side at the same time.

Section 3:
Scaffolding
· Only the scaffolds already present in Little Theatre and Sala may be used without additional authorization.

· Inspect all scaffold elements before use, do not use if elements are missing or show damage or defect.

· If you don’t know how to assemble the scaffold correctly, ask for help.  All safety rails must be in place prior to use. 

· Do not use the scaffold alone.

· Wheel brakes must be on while working.
· Use appropriate communication before moving scaffold.  Scaffold should not be moved by crew pulling themselves along pipes, an appropriate number of crew members on the ground should carefully guide the scaffold.

· Do not overload the scaffold.  No more than three people should occupy the Sala scaffold at a time, two people for the Little Theatre scaffold.
· Only necessary equipment should be on the scaffold and that equipment/tools should be tethered to either the scaffold or the worker to prevent it from falling on individuals below.

· Work should only be completed with both feet firmly planted on the planks.  Do not climb the frame to reach higher and do not lean out from the frame to perform work.

· Do not use scaffolding on unstable or un-level surfaces; all four wheels must be firmly on the ground.

· Do not use any additional ladder or other item on the working surface of the scaffold to increase vertical reach.

Section 4:
Catwalks

· An additional safety orientation must be completed before working in the catwalks.

· Do not work in the catwalks alone.
· Turn on appropriate lighting so that you can see in the catwalks.

· Move slowly and never run. Be aware of your surroundings at all times and look before moving.  
· Empty your pockets before entering the catwalks, carry only the necessary equipment, and tether all equipment/tools to yourself or the catwalks.  

· Do not overreach the catwalks to perform work.  Remain with two feet firmly planted on the catwalk at all times.  Work beyond this scope requires additional training, permission, and fall safety harness. 
· Remove all unnecessary equipment from the catwalks whether you brought it there or not.  Items left behind are a threat to the safety of those below.

· Do not complete work in the catwalks when people are below. 

· Do not run electrical cables, rope, or the like across the catwalks, it presents a tripping hazard.  

Section 5: 
Genie Lift
· Use of the Genie lift requires completion of an additional safety training session.
· Inspect the lift before use.  Do not use the lift if you notice any signs of damage or defect.  

· Be alert of clearances when ascending AND descending.
· Do not use the lift on extremely uneven surfaces or if you are unable to make the unit level.

· All four outriggers MUST be in place and properly engaged when the lift is occupied.  Never move the lift horizontally while the lift is occupied.

· Do not overreach.  Lower the lift, move the lift horizontally, and then ascend again to complete the job.

· Ask for help when moving the lift, a second person is a MUST when on ramps.  The lift is heavy and can easily begin to tip or runaway.
· Do not operate the lift alone.  
· Do not overload the lift; there should never be more than one person in the lift at a time and the lift should not be used to put heavy loads in place.
· Only necessary equipment/tools should be carried in the lift.  Tether all equipment/tools so that they cannot fall on personnel below.

· Do not stand on the railings of the lift basket in order to reach higher.
Section 6:
Rigging

· Any item to be hung overhead MUST use appropriate hardware.  For heavier items suspended above people this will translate as rated hardware.
· No CAC spaces have specially rated rigging points.  Therefore, all rigging proposals are considered a special circumstance and are subject to review and approval.  
· Proposals should be submitted well ahead of time to allow for proper review, if not, they will be denied.

Section 7: Chain Hoists

· Use of chain hoists requires completion of an additional safety training session.
· Controls for CAC chain hoists are located in catwalks.  You must extend controls to the ground or have a spotter on the ground when operating the truss.
· Do not overload the truss, chain hoist motors, or any rigging system beyond their rated capacity.

· Do not attempt to ride the truss.
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Section 1:
Lighting Basics
· Lighting for egress must always be maintained.  If an event requires all lights be turned out, an operator MUST be at the controls and able to immediately turn on emergency lighting if needed.

· A “ghost light” should be placed when shutting down the performance space each evening.  This helps to avoid incidents with individuals falling off of or walking into scenic elements in the space. If a “ghost light” assembly is not available, identify a light setting that will achieve the same purpose.
Section 2:
Lighting Instruments
· When replacing lamps, do not touch the glass envelope.  This will greatly reduce the life of the lamp and increase the chances of the lamp exploding.

· When hanging lighting instruments:

· Finger tighten the instrument in place.
· Attach safety cable to a suitable anchor.
· Wrench tighten the instrument.
· Ensure no electrical cables (or other materials) are touching the instrument body, they will melt.
Section 3:
Electricity basics

· Check all equipment before use.  Do not use equipment where electrical connectors or cable show evidence of damage or defect.  Remember to check strain relief.
· Do not depend on circuit breakers to tell you if you have overloaded a circuit; check your math.  Do not reset a circuit breaker unless you know exactly why it tripped and have fixed the problem.

· All electrical equipment should be properly grounded.  Never remove the ground from a connector or extension cord, those that are missing a ground pin should be disposed of or connector replaced.
· If cable runs are made through walking pathways, cables must be securely gaff taped to the floor or yellow jackets used.  Alternative cable routes should be used if at all possible.

· Do NOT run cables through doorways.  Doors will crush and cut the cable causing unsafe conditions.

· When running cables, ensure that the cables do not come into contact with the bodies of any lighting instrument.  This will melt the cable and lead to unsafe conditions.

· Always double check that equipment is powered down, disconnected, and de-energized before attempting to service and do not service any equipment unless you are 100% sure of what you are doing.

· Zip (lamp) cord should be avoided, even in practical units constructed for the performance.  Use heavy duty cable with a ground wire.

Section 4: 
Math and Electricity

Always remember West Virginia

Watts = Volts * Amps

W = VA

Example:
2400W = 120V * 20A

575watt lamp ( 4 instruments per 20 amp circuit max
Section 5:
Advanced Electrical Connections

· Do not, under any circumstances, attempt to perform repair work at or upstream of cam connectors, circuit connectors, or standard wall outlets.  This work is to be performed only by licensed electricians in Facilities.

· Never attempt to tie-in bare cable to any power source.  Three phase connections to bare lugs must be done by Facilities electricians.  Completion of a safety orientation is required before connecting CamLoks.

· When performing a CamLok tie-in, cables are connected in the following order: 
· 1. Ground = green 
· 2. Neutral = white 
· 3-5. Hot = black, red, blue.  
· Reverse the order when disconnecting.  
· Before completing the tie-in or disconnection, be sure the cams are not live by checking the appropriate circuit breaker(s).  
· If you are at all unsure, do not attempt the tie-in or disconnect.
· Remember appropriate wiring when repairing connectors: 
· 1. Green = ground 

· Round prong on Edison connectors

· The prong with the extra tab on twist lock 
· The center and slightly longer pin on stage-pin connectors.  
· 2. White = neutral 

· The larger of the remaining prongs on Edison and twist lock connectors 
· The pin closer to the ground on stage-pin connectors. 
· 3. Black (or another color) = hot 
· The smaller of the remaining prongs on Edison and twist lock connectors 
· The further from the ground on stage-pin connectors.  
· Connectors are often labeled to remind you of the appropriate connections.  
· If you are at all unsure of appropriate wiring, ask for help. 

· Be sure to restore strain relief when reassembling connectors.
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Section 1:
Emergency Egress

· Egress doors (as marked by red exit signs) as well as pathways to and from them must be clear of props, scenery, and all other items at all times.
· Do not prop or tie open any fire doors. 

· Do not block cover, or otherwise obscure the view of exit signage.  Additional signage may need to be added in some circumstances.  If signage is added, letters should be at least 6” tall and illuminated.

Section 2:
Fire Curtain in Kresge Little Theatre
· All backstage personnel should know how and when to activate the fire curtain if doing a production in Little Theatre.
· The curtain should be lowered in the event of a fire in the theatre.

· Red pull rings are located on each side of the proscenium arch.

· Do not tamper with or in any way disable the fire curtain mechanisms.

· No scenery, chairs, or other items should ever be left in the path of travel of the fire curtain.

· If the fire curtain drops (for any reason) DO NOT attempt to raise it.  You MUST have a CAC manager contact either the Technical Manager in CAC (Chris Nayler) or the Technical Director in Theatre Arts (Mike Katz) to supervise the proper restoration of the curtain.
Section 3: 
Additional Fire Safety Guidelines

· A 3’x3’ square should be kept clear on the floor surrounding all fire extinguishers.
· All sprinkler heads must have at least 18” of clearance.  Nothing should be hung from any sprinkler head or sprinkler pipe

· Stand pipes (especially valves) must remain clear and accessible.
· Do not block alarm pull stations at any time.
· Do not block or cover smoke detectors at any time.
· Do not block electrical cabinets, maintain 3’ of access space to allow for emergency shut offs.
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Part A: Materials
If planning to order an uncommon chemical or material, you must inform the CAC manager and provide them with a copy of the appropriate MSDS (Material Safety Data Sheet).  There are safety and chemical reporting processes that may need to be followed before you order.

Maintain a record of MSDS sheets in the scenic shop and onsite so that they are available to any and all individuals who request to see them.

Part B: Scenic Guidelines
· The technical director of the production must complete a safety walk of the scenic units prior to every production run.  Look for broken or damaged elements and repair as necessary.  Pay particular attention to weight bearing elements and guardrails.
· All scenic pieces must be appropriately treated for flame retardancy.  This may be a coat of latex paint with additive or direct spray application of flame retardant.
· This includes the backs and undersides of pieces, especially when lights and electrical cables may be run under the scenery.  
· Additives can be purchased from Rosco and other vendors.
· No bare wood should be visible when the final product is assembled, if the desire is to see the wood grain, appropriate clear coats with additive must be applied or special pressure treated wood must be purchased.

· Record should be kept on the back side of the scenic pieces when the last treatment was applied.  Treatments need to be renewed as often as once per year.
· If any paint other than latex is to be used, such use must be discussed ahead of time.

· Any hanging draperies, streamers, etc. must be treated with flame retardant or marked appropriately by UL.
· Edges of all stages and platforms must be well marked (glow tape) to ensure no one falls off.  
· Drops of greater than 4’ must have a fully functional guardrail unless otherwise discussed with CAC and EHS personnel.

· Designers and directors must consider the number of individuals each piece is designed to hold, scenic units (especially raised platforms) must not be overloaded.
· Edges of steps, traps, etc. must be appropriately marked to avoid injury.
· Avoid placing very heavy loads (especially rolling wagons) directly on trap doors.
· Traps designed into scenery must include an additional review to ensure safety.
· To ensure safety of those involved, the strike of the scenic units should be just as well planned as all other aspects of the show; an eager volunteer could pull the wrong screw and bring whole sections of staging down too early.
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Section 1:
Weapons

· Weaponry must be respected as it holds great potential for causing harm to individuals as well as inciting panic in audiences or passersby.  

· All fight choreography and use of weaponry must be under the guidance of a properly trained individual.  

· Guns that are to be used on stage CANNOT have an open barrel and CANNOT be capable of firing ANY projectile.  

· The use of plastic replicas would be preferable. When artistic vision warrants, groups can obtain blank firing pistols, but must complete a safety plan and receive approval from the MIT Police.  

· The use of blank firing guns absolutely requires training from a professional.  

· Under no circumstances should stage guns ever be pointed in the direction of the audience.  

· Bladed weapons (knives, swords, axes, etc.) should all be combat worthy in terms of strength and structure to prevent accidental breakage leading to injury.  Exception to combat worthiness is permitted if blades are for aesthetic costume purposes only and not drawn.
· All edges must be dulled.  

· Should artistic vision demand a sharp blade be available, a specific safety plan must be submitted and approved.  

· Performers should never carry weaponry outside of the stage and immediate backstage area, passersby do not know that the weapons are fake.  

· When transporting weapons to and from the theatre, weapons should be transported in a manner so as to avoid possible confusion from passersby. Especially in the case of blank firing guns, these should be transported in a locked case, you could be found guilty of carrying a concealed weapon by carrying the gun in your bag or pocket.  

· A master of arms must be assigned for any production involving weaponry. This individual will be responsible for maintaining all weapons in a safe location when not being used on stage. The master of arms should also inspect the weapons before and after each performance for damage.

Section 2: 
Lasers

· Lasers must be clearly labeled by the manufacturer as class iiia (old system) or class 3R (new system) or less.  

· Lasers must be mounted in such a fashion that it is impossible for them to shine into the audience from any angle.  

· Lasers should be mounted so that they cannot shine into the eyes of performers, this will require very specific blocking during laser sequences.  

· Be especially aware of reflective surfaces when using lasers, especially any costume element with a reflective surface (e.g. sequins) as it will be almost impossible to control the direction of the laser bouncing off that element.  

· To use lasers in a production, a safety plan must be submitted to CAC and the Radiation Protection Office and notice must be posted at the entrance of the performance space.

Section 3:
Atmospheric Effects

· The use of any and all atmospheric effects (fog and haze) is prohibited by the Cambridge Fire Department.  

· Prior productions have safely made use of snow and confetti machines, though such effects are subject to approval and do require a safety review and additional plans to ensure appropriate cleanup following their use.

Section 4:
Pyrotechnics and Fire

· The use of all pyrotechnics, indoors or out, is prohibited by the Cambridge Fire Department.  

· The use of flame in any incarnation indoors (smoking and candles included) is prohibited by the Cambridge Fire Department.
· While regulations do not specifically ban the use of flame outdoors, such use is highly discouraged and would require an intensive safety review process.

Section 5:
Flying

· Groups may NOT fly performers without the services of a certified flying company and an intensive safety review. Be sure to begin this process well ahead of time as there are a number of steps involved.  

· The certified flying company would need to submit credentials to MIT personnel for approval and a copy of their $1 million in liability insurance would need to be on file.  

· Prior to approval, the load bearing structures for a flying system would need to be reviewed in order to confirm their ability to support the additional loads, this process would most likely be at a financial cost to the performing group.  

· A similar process must be considered for any rigged scenic element that will bear the weight of a performer unless discussed otherwise with CAC and EHS personnel.

Section 6:
Animals

· Animals are generally not permitted in CAC facilities and therefore not permitted on the stage.  Though exceptions could be made on a case-by-case basis, a proposal will need to be submitted for approval well ahead of time.  
· Animals should be professionally trained for the stage.  Certification and/or insurance may be required from the owner.
· If trying to incorporate an animal into a production, please take into consideration level of training of the animal, appropriate disposal of waste created by the animal, as well as potential safety concerns (including allergies) associated with the particular animal. 
Section 7:
Internal Combustion Motors
· Operation of internal combustion engines is not permitted inside CAC facilities and therefore not permitted on stage.  

· If a vehicle or other element including an internal combustion engine (e.g. motor scooter) is to be used on stage, all fluids must be drained and additional approvals will be required.
Part D: Makeup
· It is advised that makeup not be shared between individuals; even an individual would be well advised to use clean sponges/brushes on each occasion to prevent transfer of dirt and bacteria between shows.  

· Aerosol hairsprays should be avoided; they pose both health and fire risks.  

· Avoid the use of acetone to remove prosthetic devices. Though commonly distributed for the purpose, it is not very healthy and there are far better alternatives available.  
· Individuals should be aware of potential for allergic reactions to rubbers and/or other elements in makeup and prosthetics.  If a product has not been used by an individual in the past, it would be well advised to test the product on a small area of the body away from the face first.

Part E: Costumes
· If possible, look for 100% natural fibers in costumes; synthetic fibers can melt to the skin if caught on fire and cause severe burns.  

· It is highly recommended that there are plans for proper cleaning of costume elements between every run of the show to help ensure hygiene.
· Going barefoot is not recommended.  If performing barefoot, very special care should be taken to ensure that the performing surface is clear of all debris and shoes should be available immediately off the performing surface.

Part F: Audio
· 85 decibels is the cut off before hearing protection would normally be advised.  
· Performances should keep their average decibel level below 85 and peaks below 100.

· CAC Facilities host numerous events simultaneously.  Be courteous of events in neighboring rooms when setting performance levels.

· Outdoor music policy:  Music may be played outdoors at a reasonable volume during the following times.  Ability to play music outdoors may be restricted in certain areas if neighboring facilities are affected, especially those related to academics.

· Monday-Thursday from 11am to 3pm

· Friday-Sunday from 11am to sundown
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Part A: Know Your Staff/Cast
· Each individual will come to the table with a different background and set of skills, some will have in-depth training and a lot of experience while others may have inappropriate training or perhaps have never worked on a production before.  

· Unfortunately all of these individuals are probably going to feel some level of pressure to perform in front of their peers and, in doing, so push the limits of their knowledge and ability to perform a given task before asking for help or advice. Insist on providing help and instruction.

· It is important to ensure that safety is not put at risk during the learning process.

Part B: Leadership

· Make efforts to get to know staff, reach out to learn about the background experiences of each individual as well as any physical or mental limitations that those individuals may face.  This is only to the extent that those individuals are willing to share.
· Consider distributing a form for members to complete on which they can voluntarily note any specific medical conditions that someone in the room should be aware of (e.g. a history of seizures, diabetes) and perhaps guidelines for how they could best be assisted if they find themselves facing a problem with this condition.

Part C: Drugs and Alcohol

· State laws, as well as MIT policies, already dictate strict rules regarding the use of drugs and alcohol. However, each group should reinforce these guidelines with their own set of consequences related to the use of drugs or alcohol while working on a performance, including arriving to work on a performance under the influence of such substances.  

Part D: Sleep

· Arguably important as being free of these substances is reinforcing the need for sleep.  While group members may often want to dedicate hours of time to a performance, it is also critically important for their well being as well as the safety of everyone that each participant have a sufficient amount of sleep.

· For this reason (as well as limitations in CAC staffing) no production work will be allowed between 2am and 7am.  In some circumstances, these hours may be further limited due to building closures or other circumstances.

Part E: Miscellaneous Guidelines
· Participants, especially those who will be performing roles in costume, should be provided with a secure location to place their belongings during the performance.

· For performers who will be changing costumes, private areas must be available in which to change.

· All participants should be wearing appropriate attire for the work that they are completing. Except for performers during performance or rehearsal, no person should be in the theatre without shoes on.  
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Section 1: 
Emergency Procedure Templates
Groups should consider posting information at the entrance and/or publish on the back page of programs numbers to call in case of emergency as well as address information related to the location of the performance.  This will allow even a patron unfamiliar with the location to summon help if needed.

The following pages contain templates for announcements and actions in the event of certain emergencies:

Fire………………………………………………………………………………………………..…..Page 33
Severe Weather / Natural Disaster……………………………………………………………...…….Page 34
Power outages…………………………………………………………………………………….…..Page 35
Ill audience member, performer, or member of the technical crew…………………………………..Page 36
Fire
Sample announcement:

“Ladies and gentlemen, your attention please.  The alarm sounding indicates an emergency in the building; it is required that you evacuate the performance venue at this time.  Once outside, please move away from the building and await further instruction.”

· In the event of a fire, immediately pull the nearest fire alarm (and trigger the fire curtain in Kresge Little Theatre) then begin evacuation.
· MIT policy is that no one is to try to fight a fire, just evacuate from the building and if necessary assist others in doing so.

· It is important to take note of patrons with mobility issues at the beginning of the performance.  In the event of an evacuation, those patrons should remain in place (if doing so is safe) and the fire department should be alerted to their location upon arrival.  If remaining in place is not safe, patrons should find their way to the nearest safe enclosed stairway or egress passage and await assistance there.

· When the fire alarm sounds in the building, all performances must be stopped immediately, full house lighting must be turned on, and both patrons and performers must be directed to evacuate the building until the “all-clear” is given by the fire department.
Severe Weather
Sample announcement:
Kresge
“Ladies and gentlemen, your attention please.  Severe weather has been reported in the area.  Please remain seated.  Additional information will be provided as it becomes available.  We will advise you when the threat is over.”
Sala

“Ladies and gentlemen, your attention please.  Severe weather has been reported in the area.  Please move away from the windows.  Additional information will be provided as it becomes available.  We will advise you when the threat is over.”

· In the event of severe weather (tornado, hail, etc.) performances should be temporarily halted to allow for announcement of emergency instructions.  Performances should not resume until the threat has been cleared.

· If severe weather is occurring at the end of a performance, the audience should be alerted to the weather as soon as possible and advised to remain in the performance venue until the threat has cleared.

· In both Main Kresge and Little Theatre patrons are safest remaining in their seats.  In Sala (or other windowed locations) patrons should be instructed to move away from windows, perhaps even out of the room and toward the interior of the building.
Power Outages
“Ladies and gentlemen, your attention please.  We are experiencing a power failure.  For the time being, please remain seated.  As soon as we have more information regarding the duration of the outage we will inform you.”

Ill audience member, performer, 
or member of the technical crew

“Ladies and gentlemen, your attention please.  We have a performer/patron experiencing a medical problem.  Please remain seated unless directed otherwise.  We will resume the performance as soon as our performer/patron has been attended to.”

Section 2:
First Aid

· Maintain a very basic first aid kit for performers and staff only, call for professional care if at all in doubt.  Patrons should be directed to public means of treatment.  

· MIT maintains AEDs in several locations on campus including Kresge and the Student Center.  CPR and AED training sessions are offered regularly throughout the year for those who are interested.
Section 3: 
Ushers

· Check the paths of egress to ensure they are clear.
· Have a basic idea of the emergency procedures that are in place (who to look to for guidance). 

· Know basic information about crowd management and control.
· Know how to handle ADA related requests.
· Have a clear understanding of the capacity guidelines for the space.  

· It is also VERY important that ushers understand the limitations of their responsibilities.  MIT Police will be present at many events and there is certainly a point when matters are best left to the Police who have the right to restrain individuals and/or enforce that they leave the premises, do NOT take on these responsibilities yourself.

Part B: Crowds
Pre-entry:

· Pre-sale tickets or registration is highly encouraged when the venue is anticipated to be at or near capacity.  This will help avoid crowds trying to rush the venue.  Even better is to assign actual seats so that patrons understand they will have their seat no matter how long it takes to get in.

· Doors to the venue must be open at least 30 minutes prior to the start of the event.  If lines or crowds are forming, strong consideration should be given to opening doors earlier.
· If a crowd has formed, do not just open doors.  Create a well paced but controlled method for permitting entry.

In venue:

· Do not permit more than one individual per seat available and ensure that patrons remain in their seats.  For some events standing at their seats is ok.

· Where seating is not fixed, patrons are not to be allowed to move their seats for any reason, chairs must be used as they are set.

· Aisles and egress doors must remain clear at all times, this includes patrons.  Patrons may not sit or stand in aisles and egress passages.  

Post-event:

· Do not permit giveaways or anything of the sort at the exit.  This will severely slow egress.

· Encourage patrons to keep moving out of the building.  Avoid letting them stop for any reason.

T-shirt Security:

· MIT Police should be available at all large scale events.  Make use of their presence as needed to assist in dealing with or removing unruly patrons.

· Avoid ordering t-shirts for your volunteers that say “SECURITY.”  These individuals would not necessarily have the training or rights to appropriately deal with a security threat and labeling them as such could actually be a greater liability.  Instead simply order shirts that say “STAFF” or “VOLUNTEER;”  this will alert patrons that these individuals may be approached with questions but avoid the liability associated with labeling them as security.
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Section 1:
Fixed Seating
Maximum capacity for a space with fixed seating is determined by the number of seats available in the facility.  

· Each patron must be in a fixed seat and each seat can be occupied by no more than one person.  

· Consider seating for ushers, volunteers, technical personnel and performers who may be waiting their turn to go onstage; all of these individuals count toward the total capacity of the space.  

· If items such as camera tripods, scenic units, or the like intrude on a fixed seating position, that position must be considered occupied and the total capacity of the room decreased accordingly.

Section 2: 
Without Fixed Seating

Maximum capacity for a space without fixed seating will be determined by a number of factors.  

· The room will have maximum capacity given its natural state (see CAC Event Planning Guide), this will be your starting point for a maximum capacity but that capacity will almost certainly be decreased as you begin to consider additional criteria.  

· Every item added to a room that is not normally there will decrease the square footage of floor space available and in turn decrease the maximum capacity of the room.  

· If some seats are to be on risers, no more than 200 seats are permitted to be setup.

Section 3:
Layout

· Aisles serving seats on both sides must be at least 4’ wide.  Aisles serving seats on just one side must be at least 3’ wide so long as that aisle does not serve more than 50 individuals.  

· The main aisle to the entry way shall be maintained at 5’ wide.

· Where seating risers are used, the difference in height from level to level must be between 4” and 8” and uniform for all levels. 

· All changes in riser height must be marked by a contrasting stripe of 1”-2” thick.

· Minimum width between rows shall be a clear 12”, that is from the farthest back portion of the front seat to the farthest forward part of the rear seat.  

· Rows should not be any wider than 15 seats with aisles at both sides or 8 seats if only served by an aisle on one side.  

· Guards are required to protect patrons from falling from any elevated surface.

· Guardrails must be at least 42” high and withstand 100 pound of horizontal force per foot.
Section 4:
Egress

· No path of egress shall be blocked by any cable, scenic element, performer, musician, technical personnel, or any other object.  

· A minimum overhead clearance must also be maintained along all paths of egress such that patrons will not have to duck as they try to exit.

